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PY381 Overview of the Review Paycheck Page

Overview of the Review Paycheck Page

In Cardinal, you can view the paycheck on the Review Paycheck page once the payroll has
been calculated. Even though an employee’s pay can be viewed, payroll may not be finalized at
the time of viewing.

This Job Aid provides an overview of the Review Paycheck page.
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Accessing the Review Paycheck Page

1. Navigate to the Review Paycheck page using the following path:

Navigator > Payroll for North America > Payroll Processing USA > Produce Payroll >
Review Paycheck

The Review Paycheck Search page displays.

< Cardinal Homepage Review Paycheck

Review Paycheck

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

* Search Criteria

Company | begins with ‘ Q |

Pay Group | begins with[v] Q|

Pay Period End Date | = | Q |

Off Cycle ? O

Page Nbr | = | Q |

Line Nbr | = | Q |
Separate Check Nbr | = | |
Paycheck Number | = | |

Empl ID | begins with[] |

Name beginswith‘ |

[JCase Sensitive

Limit the number of results to (up to 300): | 300 |

Search | Clear |BasicSearch &F Save Search Criteria

2. Search for the applicable employee by entering the Employee ID or known portion of the
Employee ID in the Empl ID field.

Note: You can also search by Employee Last using the Name field. However, it is
recommended to use the Employee ID as it is a unique identifier for each employee.

3. Click the Search button.

Note: If multiple employees match the search criteria entered, the search results display in the
bottom portion of the page and you must click the Empl ID link for the applicable employee.
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The Review Paycheck page for the employee displays with the Paycheck Earnings tab displayed
by default.

< Cardinal Homepage Review Paycheck

Paycheck Earnings ‘ Paycheck Taxes | Paycheck Deductions
Empl ID Name
Company CJS Pay Group TR2 Pay Period End  04/09/2021 Page 3 Line 6 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Earnings 223333
Issue Date  04/16/2021 Paycheck Number Taxes 308.65
[] Off Cycle [] Reprint [ Adjustment [] Corrected ['] Cashed Deductions 729.71
Net Pay 1,105.07
R o I e Y S S S VN e P L N

Note: The Review Paycheck page contains the Paycheck Earnings, Paycheck Taxes, and
Paycheck Deductions tabs. The remaining sections of this Job Aid provide an overview of
each of the tabs with their respective fields for review.
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The Paycheck Earnings tab displays what the employee has earned for this pay period.

Header section screenshot:

< Cardinal Homepage Review Paycheck

J Paycheck Earnings

‘ Paycheck Taxes ‘ Paycheck Deductions

Header section fields:

Empl ID
Company CJS Pay Period End  04/09/2021 Page 3 Line 6 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Earnings 223333
Issue Date  04/16/2021 Paycheck Number Taxes 398.55
[ off Cycle [ Reprint e | [ Cashed Deductions 729.71
Net Pay 1,105.07

W\HWWWMM

Field Name Description
Empl ID Displays the employee’s Employee ID Number
Name Displays the employee’s name
Company Vl?lijﬂsys the company (agency) for which the employee
Displays the Pay Group that the employee is assigned.
Pay Group The Pay Group is a logical grouping of employees based

on shared characteristics for payroll processing

Pay Period End

Displays the end date for the associated pay period

Page and Line

These fields are used by central SPO only

Separate Check

Displays the number of additional checks issued to the
employee for this pay period

Rev 9/30/2021
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Paycheck Information section screenshot:

< Cardinal Homepage Review Paycheck

‘ Paycheck Deductions

Paycheck Earnings

‘ Paycheck Taxes

Empl ID Name
Company CJS Pay Group TR2 Pay Period End  04/09/2021 Page 3 Line 6 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Earnings 223333
Issue Date  04/16/2021 Paycheck Number Taxes 398.55
[] Off Cycle [] Reprint [ Adj Oc | [] Cashed Deductions 729.71

Net Pay 1,105.07

T Y e T o I T e I N N Y PV

Paycheck Information section fields:

Field Name ‘ Description
Paycheck Status Displays one of the following statuses:

e Calculated: the paycheck has been calculated but
not finalized. Corrections and changes can still be
made

e Confirmed: the paycheck has been finalized

¢ Reversing Check: the paycheck is in the process
of being reversed

¢ Reversed: the paycheck has completed the
reversal process

Paycheck Option Displays one of the following options for the paycheck:

e Check: pay was issued in the form of a check

o Advice: pay was issued via direct deposit
Check & Advice: pay was issued via direct
deposit. However, the balance of net was issued
in the form of a check

¢ Check Reversal: the payment was reversed

Issue Date Displays the date the payment is issued

Paycheck Number Displays the check or advice number; only displays when
the payroll has been confirmed

Off Cycle Checked (checkbox) when the payment was processed as
a stand-alone Off Cycle or reversal

Reprint, Adjustment, Not used in Cardinal
Corrected, Cashed
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Paycheck Totals section screenshot:

< Cardinal Homepage Review Paycheck

Paycheck Earnings Paycheck Taxes Paycheck Deductions
Empl ID Name
Company CJS Pay Group  TR2 Pay Period End  04/09/2021 Page 3 Line 6 Separate Check
Paycheck Information Paycheck Totals

Paycheck Status  Calculated Paycheck Option  Check Earnings 2,233.33
Issue Date  04/16/2021 Paycheck Number Taxes 398.55
[] Off Cyele [ Reprint [ Adj 0 ¢ d [ Cashed Deductions 720.71
Net Pay 1,105.07

Paycheck Totals fields:

Field Name Description

Earnings Displays the gross earnings before taxes and deductions
Taxes Displays the total taxes deducted (employee portion)
Deductions Displays the deduction amount
Net Pay Displays the net pay

(Earnings — Taxes — Deductions = Net Pay)
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Earnings section screenshot:

I Y e NPV e NIV O S VI USEND A VA U NN N S S a e N

~ Earnings Qo 1ofglv] B M| Viewal
Begin Date 04/04/2021 End Date 04/09/2021 Addl Line Nbr Reason Not Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 4000 Hours Q.00 Hours Q.00
Rate 24038462 Rate  0.000000 Rate  0.000000
Earnings 868.06 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate
Shift Not Applicable Shift Rate
Other Earnings
of 1] | View

Note: This section provides a breakout of the paycheck’s total earnings by FLSA workweek
during the pay period. Each row (row 1 of 8 displayed in this example) reflects the earnings for
each FLSA workweek within the pay period. Use the arrows or View All link to view each
individual FLSA workweek.

Earnings fields:

Field Name Description

Begin Date Displays the begin date of the FLSA workweek
End Date Displays the end date of the FLSA workweek
Reason Not used in Cardinal

Empl Record Displays the employee record number

Benefit Record Displays the employee benefit record number

Click this link to open a pop-up window displaying information from
the employee’s job data. Refer to the next portion of this Job Aid which

Additional Data | . sses the Additional Data page in more detail.

Link
Note: Users with the Payroll Read Only role do not have access to
this link.

Displays the following for salaried employees:
e Hours: Standard hours from job data

_ o Rate: Calculated Hourly rate that displays in the Pay Rate section
Salaried on the Compensation tab of Job Data

e Earnings: Earnings for the FLSA period displayed

Note: For an hourly employee, the rate displays in the Rate field in
this section as well.
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Earnings section screenshot showing an hourly employee example:

P W
v Earnings Q | fof2 v b M View All
Begin Date  03/28/2021 End Date  04/03/2021 Addl Line Nbr 2 Reason  Not Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly QOvertime
Hours 0.00 Hours  0.00 Hours 0.00
Rate 24.038462 Rate  0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate
Shift  NotApplicable Shift Rate
Other Earnings
HF Q 1-10f1 v View All
Other Earnings Details 1 Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount  Source
RGH Reqular Time - Hourly Hourly Rate 40.00 24038462 961.54

MMWWWM

Earnings fields continued:

Field Name Description

Hourly Not used in Cardinal
Not used in Cardinal

Overtime Note: the only time data displays is if SPO enters it directly on the
employee’s paysheet

Rate Used Displays the rate used to calculate the earnings

State Location of employment

Shift Not used in Cardinal

Shift Rate Not used in Cardinal

Locality Will only display if the employee pays local taxes
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Additional Data page screenshot:

Additional Data page displays additional employee data in a pop-up window.

Business Unit

Job Code

Tax Periods

Pay Frequency
FICA Status

GL Pay Type
Combination Code

Contract ID

14000
19211

1
Semimnthly
Subject

Additional Data

Department
Position
Annual Tax Periods

Tax Method

Contract Sequence

10630
CJS00324

Annualized

Help

Note: Click the Return button to return to the Paycheck Earnings tab.
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Other Earnings

The Other Earnings section reflects holiday and absence hours, additional pay, SPOT earnings and
time from Time and Labor as applicable for an employee.

Note: Holiday and absence time get rolled into regular time in the employee self-service view.

Other Earnings Details 1 tab fields:

N ”\WJ\WMW“”‘“\H/— T I RN N /—““J-‘\f“‘/‘m/\u
Other Earnings
5 Q 1-10f 1[v] | View Al
[ Other Earnings Details 1 I | Other Eamings Details 2 I (13
Code Description Rate Used Hours Rate Amount  Source
BON Non-discretionary Bonus (FLSA) Hourly Rate 150.00 OF

Note: Use the arrows or View All link to see more information

R U e e N e N i “‘”WV\.MW‘MWMJ‘“\

Other Earnings

B Q 1-10f1[¥] | View Al
Other Earnings Details 1 I | Other Earnings Details 2 I
Code Description Rate Used Hours Rate Amount Source
VRS VRS Contribution Base Hourly Rate 81122

P e GRS\ prir N oot N ot N A P N i e
5 Q 1-10f1 v View All
| Other Earnings Details 1 | Other Earnings Details 2 | [I»

Code Description Rate Used Hours Rate Amount  Source

RGH Regular Time - Hourly Hourly Rate 40.00 24.038462 961.54

T T T R A R e ™ i M e I Y T e

Other Earnings Details 1 tab fields:

Field Name Description

Code Displays the applicable earnings code

Description Defa_ults to the description based on the
earnings code

Rate Used Defaults to Hourly Rate

Hours Hours coming from Time & Labor or SPOT

Rate Rate coming from Time & Labor or SPOT

Amount Total amount of the earnings code
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Field Name Description

This field displays the Source Code associated
with specific earnings when applicable. The
codes that display when applicable are:

e OP - SPOT transaction

Source e OL - Allocation 600C (shows when the non-
productive time is posted on the paysheets
from the prior period allocation)

e OT — Other source (third party sources)

e Blank — Additional Pay, Time & Labor or
online entries on the paysheet (SPO)
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Other Earnings Details 2 tab fields:

P T W s e WA AW S W e VIV NIV 4 R e "WV Vo VN

Other Earnings
B Q -1 of 1[v] | View Al
Other Eamings Details 1 ‘ [ Other Earnings Details 2 | I
Code Description Add to Gross Pay Tax Method Rate Code
BON Non-discretionary Bonus (FLSA) Yes

Note: Use the arrows or View All link to see more information.

T N AN VAN N N AMMWMMM U DT I YA VI e VY
Other Earings

B Q 110f1[v] [ View Al

Other Eamings Details 1 ‘ [ Other Earnings Details 2 \ 13

Code Description Add to Gross Pay Tax Method Rate Code
VRS VRS Contribution Base No Annualized
T \ £ L e v e A i I _A.‘\._J R A _’-g._ s -t y.rs

Other Earnings Details 2 tab fields:

Field Name Description

If Yes, the amount is added to the employee’s
Add to Gross Pay total earnings ploy

Displays default tax method for the earnings

Tax Method codes. This is typically Annualized

Rate Code Not used in Cardinal
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Special Accumulators

A special Accumulator is used to create a running total of specific groups of earnings codes. This
section keeps track of all eligible earnings to apply limits and/or percentages.

Special Accumulators section screenshot:

¥ Special Accumulators
5 Q 1-8 of 11 M| ViewAl
Code Description Hours Eamings Empl Record
403 Annuity Basis 96.00 223333 0
457 457 Max Basis 96.00 223333 0
941 941 Total Gross 96.00 223333 0
CBS VRS Creditable Compensation 1946.92 0
GMB Fiscal YTD Bonuses for APA 150.00 0
CMS Fiscal YTD Salaries for APA 96.00 208333 0
GRS Reserved for Gross Wages 96.00 223333 0
ORP Optional Retirement Base 96.00 208333 0
Return to Search | ‘ Notify |
Paycheck Eamings | Paycheck Taxes | Paycheck Deductions

Note: Use the arrows or View All link to see more information.
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The Paycheck Taxes tab displays information about taxes taken from the employee’s paycheck.
The Header, the Paycheck Information and Paycheck Totals sections are the same as the

Paycheck Earnings tab.

Paycheck Taxes tab screenshot:

< Cardinal Homepage

Review Paycheck

| Paycheck Earnings \ [ Paycheck Taxes | Paycheck Deductions \
Empl ID Name
Company CJS Pay Group TR2 Pay Period End 04/09/2021 Page 3 Line ©& Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option Check Earnings 2,233.33
Issue Date  04/16/2021 Paycheck Number Taxes 398.55
[ Off Cycle [] Reprint [ Adjustment [[] Corrected [ Cashed Deductions 729.71
Net Pay 1,106.07
¥ Taxes
HF Q 1-7 of 7[v] | View All
‘I Tax Details 1 | | Tax Details 2 I | Tax Tips E
Tax Entity State Resident Locality Locality Name Tax Class Taxable Gross Tax Amount
US Federal MED/EE 2,066.83 29.97
US Federal Med/ER 2,066.83 2097
US Federal OASDIVEE 2,066.83 128.14
US Federal OASDIER 2,066.83 128.14
US Federal Withholdng 1,949.48 164.97
State VA Unempl ER 2,055.33
State VA Y Withholdng 1,849.48 8547

The Taxes section displays two Tax Details tabs. The details in each tab displays information
about the taxes the employee pays. Clicking on the Show all columns icon displays all the

information on one page.

Note: Tax Entity, State, Resident, Locality, and Locality Name are automatically populated
with information that is listed in the employee’s Tax Data. For further information about

employee taxes, see the Job Aid titled PY381 Maintain Employee Tax Information. This Job
Aid can be found on the Cardinal Website in Job Aids under Learning.

Paycheck Taxes field names:

Field Name ‘ Description

Tax Class Column

Reflects nature of the deduction

Taxable Gross

Amount the employee earned less the applicable pretax

deductions

Tax Amount

Taxes deducted

Rev 9/30/2021
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1042 Taxes

For foreign national employees whose taxable wages and tax withholdings are reported on a 1042-S
form (rather than a W-2), these amounts are shown in the Taxes and 1042 Taxes sections.

1042 Taxes section screenshot:

W‘”KM‘MH\WWWNW%MMAM“mm N
¥ 1042 Taxes
B Q 1-10f1]v] | View Al
State Country Tax Rate Taxable Gross Tax Amount Income Code Income Type Withholding Allowance
0.000000 0.00
Return to Search ‘ | Notify |
Paycheck Eamings | Paycheck Taxes | Paycheck Deductions
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Paycheck Deductions

The Paycheck Deductions tab displays all deductions to include garnishments if applicable.

Paycheck Deductions tab screenshot:

< Cardinal Homepage Review Paycheck

| Paycheck Earnings | Paycheck Taxes [ Paycheck Deductions
Empl ID Name
Company CJS Pay Group TR2 Pay Period End  04/09/2021 Page 3 Line 6 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Confirmed Paycheck Option Check Earnings 223333
Issue Date  04/16/2021 Paycheck Number 60089685 Taxes 398.55
[[] Off Cycle [l Reprint [ Adjustment [ corrected [] cashed Deductions 729.71
Net Pay 1,106.07
¥ Deductions
B oQ [1gor12 M| » M | Vewa
Deduction Details 1 ‘ | Deduction Details 2 ‘ | Deduction Details 3 m
Deduction Code Description ICIass Amount Calculated Base
CVACRE CoVA Care Before-Tax 163.50 B
CVACRE CoVA Care Nontaxable Benedfit 614.50
IMPLIF Imputed Life Taxable Benefit 11.50 100,000.00
DEFCMP 457 Deferred Compensation Before-Tax 20.00
DEFCMP 457 Deferred Compensation MNontaxable Btax Benefit 10.00
VRSRET Employee Retirement DB Before-Tax g7.35 1,946.92
VRSRET Employee Retirement DB Nontaxable Benefit 28152 1,946.92
GRPLFR Group Term Life Nontaxable Benefit 26.09 1,946.92
» Garnishments
~ Net Pay Distribution
H Q 1-1 of 1[v] | View Al
Check/Advice Number Account Type Bank ID Account Number Amount
60088685 Checking 314074269 JOCOCOAOCG(3698 1106.07 B
|. Return to Search | ‘ Notify ‘
Paycheck Eamings | Paycheck Taxes | Paycheck Deductions

Note: Clicking on the Show all columns icon displays all the information on one page.
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Deductions

The Paycheck Deductions tab is a list of both employee and employer deductions. It lists all
employee and employer deduction codes, descriptions, class, amount, calculated base, Plan, and
Plan Type. The Class field reflects the nature of deduction. Class options include:

. Non-Taxable Benefit
. Non-Taxable BTax or PTax Benefit
. Taxable Benefit

Note: For further information about Deductions see the Job Aid titled PY381: General and Benefit
Deduction Codes. This Job Aid can be found on the Cardinal Website in Job Aids under Learning.

Deductions screenshot when using the Show all columns icon:

NS eI, N P NI Ny oo f N A NN PN S NN

¥ Deductions
§Q 18e2Y ¥ M| Viewal
Deduction Code  Description Class Amount  Calculated Base Plan :::::: Plan Type Not Taken Reason F:i:::; AR;:L': AP Status
CVACRE CaVA Care Before.Tax 15350 ACCA 0 Medical
GVACRE CoVA Care Nontaxabke Beneft 61450 ACCA 0 Metica
IMPLIF Impued Life Tarable Benefit 1150 10000000 IMPLIF 0 Imputed Life
DEFCHP gﬂgﬁ;‘;‘g‘;“ Before Tax 2000 4574 0 Secton 457
DEFCP fﬂ;ﬁ'ﬂi‘;‘;n e Bax 1000 &0 Secton 457
VRSRET Emplojee Reffement DB Before Tax % 1065 RSB 0 ]
VRSRET Employes Refirement DB Nontaxable Benefit 815 1969 VRSMDB O E”H"”‘“ee Refrement
GRPLFR Group TemLife Nontaxable Beneft 2609 194852 GILR 0 Group Tem Life

W\WM%WW
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When an employee has a garnishment, it displays under the garnishments section of the paycheck.

Note: For further information and details about garnishment setup in Cardinal, see the Job Aid titled
PY381 Reviewing Garnishment Setup in Cardinal. This Job Aid can be found on the Cardinal
website in Job Aids under Learning.

Garnishments section screenshot;

> Garnishments

Priority 1

Law Source VA
Disposable Earnings
Less Exemption
Less Other Garnishments
Maximum Deduction
Limited Amount
Garnishment Amount
Company Fee
Payee Fee

Total Deducted

T el T e, ol N N o TN T e, AT

Garnishments field names:

ID 000001 Type Taxlewy
Vendor CHESTERFIE-066 AP Status

T N A T T N I N i W AV N VNN

Q 10of1]v] I View All

RuleID GENERAL General Exemption

1,737.43 Proration Rule ID
1,303.07
434.36
434.36 Limited Type Deduct Not Limited
434.36
434.36 Adjusted Due To Included Fee

SEGENENE ‘ Description

Disposable Earnings

The earnings calculated to be subject to the garnishment.

Less Exemption

The amount determined to be excluded from the garnishment.

Maximum Deduction

The calculated amount (based on previously deducted items)
that reflects the maximum deduction that can be taken for this
deduction.

Limited Amount

The maximum amount that is deducted per pay period, if
applicable.
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The Net Pay Distribution section will display the direct deposit information and/or check
disbursement information. This information does not display until after the Payroll for the period has

been confirmed.

Net Pay Distribution screenshot:

v Net Pay DESM;:\/\N STV W Mwm"ﬂﬂw e N n AT
5 Q 11 0of 1[¥] [ View Al
Check/Advice Number Account Type Bank ID Account Number Amount
60099685 Checking 314074269 JOOCCOOOCOO3696 1106.07 N
|m| Previous in List | Next in List ‘ | Notify |
Paycheck Eamings | Paycheck Taxes | Paycheck Deductions

Net Pay Distribution field names:

Field Name ‘ Description

Check/Advice Number

Check/advice number assigned at confirmation

Account Type

Type of account (e.g., checking, savings, etc.)

Bank ID

The routing number of the banking institution

Account Number

Account number where the deposit was made

Amount

Total amount deposited into the Account
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